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Resubmit, Change or Withdraw ePAF forms

Only forms without final approval and have not yet been processed in the system will be
accessible to be Changed and Resubmitted or Withdrawn.

1. Loginto HR Direct and navigate to the ePAF Home Page.
a. Access the NavBar by selecting the Compass and choose the Navigator > Department
Self Service and then the ePAF Home Page.

2. Click on the link to Resubmit, Change or Withdraw an EPAF.

Electronic Personnel Action Form (ePAF) Home Page

y Worklist
‘Work the items that have been routed to you.

Start a new ePAF
Start a new ePAF, which will then be routed to the appropriate approvers.

Resubmit, Change. or Withdraw an ePAF
Make changes to an ePAF that has been recycled or needs fo be updated. Only forms
that hawe not had final approval or been processed into the system will be accessible.

Evaluate a ePAF
Review a transaction sent to you for approval.

@ View an ePAF
‘ View a recently submitted ePAF, including information about its handling so far. ePAFs
< submitted in the last month are listed here. This is a read-only view.

3. Search for the eForm ID using the available options and select the eForm to Resubmit, Change
or Withdraw.
4. If the ePAF will be withdrawn, jump ahead to Step 7.

5. To change and resubmit, navigate to the sections of the ePAF form you need to change and
update the form.

6. Once all changes have been made, navigate to the last page of the form and enter a comment in
the Comments section describing the reason for the change and then click the Resubmit
button.

a. This will resubmit the ePAF form through workflow and will begin the approval process
again.



7. If you are withdrawing the ePAF, enter a note in the Comments section and click the Withdraw
button. This will close out the ePAF and it will not be processed.
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